
APPLICATION FOR RECORDS RETENTION SCHEDULE 

4. Dates of Series 
Earliest Latest 

I To Date 1974 

Office of Vocational Education 

334 State Office Building 
Atlanta, Georgia 30334 

Division of State Planning & 

- 
2. Person to Contact Working Title Telephone Number 

5. Records Series Title (followed b y  title used in office; if different) 

Vocational Education Annual Program Plan Working Files - ___._.~ 

Documents relating to: Compiling Annual Program Plans (including State Five-Year Plans) and 
Accountability Reports for the State's Vocational Education Program. 

Included are: Working papers used in compiling Plans and Reports, including budget calculatioi 
computer printouts and other fiscal reports from Accounting Unit, Fiscal Services Division; 
job demandfsupply data (Labor Department statistics converted into Vocational Education 
terminology); copies of objectives, goals, activity reports, etc. from other Divisions with 
the Office of Vocational Education; recommendations/transcripts from public hearings and 
related newspaper clippings, publicity, etc. regarding planned public hearings required by 
federal government; recommendations from State Advisory Council for Vocational Education; 
Agency Council input, including correspondence inviting agency representatives to serve on 
Coumil, recommendations from the Council and members' position papers: and enrollment data 
and other statistics from MIS Unit. Also included are camera-ready copies of each publishel 
Plan and Accountability Report. 

8. Monthly Reference Rate 

Files are arranged: 

One to six months old d a k ;  Seven to twelve months old daily 

Chronologically by fiscal year. _ _ _ _  -~~ __ - - 
How often are records referred to which are: 

I ; Thirteen to twenty-four months old 

months and older S l d & ! ! L ?  ~ . ~~~ __ -.  ~~ ~ 

of Accumulation%f Records , I. . . 
Letter-size drawers 1 ; Legal-site drawers h ;Shelves :Other (specify) 

AR-50-71; Rev. 76 low) 



't 
~_ - 

10. Q u e s t i o n n L  (Place an "X" in the proper column) ~ 

. .  .' a. I s  this the official copy of the series? , .  __ If not. where i s X - .  -. ~~ 

~ 

- 
i 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

c. Is this a vital record? . ~ ~ ~ 

d. Doesthis series have historical or long term research value? 
e. When one or two documents in the f i le  make it necessary tokeep the entire f i le  for a long period, could these 

d a c u m e n t s  be scheduled separately? - -. .. ~~. ~ __  ~~ __ ~ 

f. Is  the information contained in thisseries ever Dublished? If yes. attachamv. 
g.'ls the'inforhation contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is  there k~ duplics'oti of {his series in your office, or in another office or agency? 

~~ - ~~ 

~. 

. -  
. .  

~ ~ - K ~ e s . h t t a c h   cop^, ~. . .. ~~ ~ ~ - '  - - _ _  
~- If ye&eleL -~ -. . _ ~ _ _  
_i. I t lh is serieshumjcwwrtionnfit) rwlrlark m bofilmed7~-- 

Does the record series r W  in a computer w i n W  i. 
on Requirements 

-. 

The following requires the series to  be kept: 

a. State Law -~_years. a. Audit period years. 
b. Statute of limitation years. e. Administrative need 2 .. --years. 
c. Federal law _ _ -  years. f. Federal retention instructions - years. 

Attach copy or excert of laws or regulations. Explain administrative need: 
Needed to substantiate data in published Plans and Reports. 

' 

-! 

~ - .~ - ~~ - ~- 
12. Approved Disposition Instructions This agency recommends that the f i le  series be cut off a t  the end of each: 

0 Calendar Year; k! Fiscal Year; 0 Other -then, 

Hold in the current files area -lmonth(s) 1 . year(s); then 
0 Transfer to local holding area; hold 
N Transfer to State Records Center; hold L - y e a r ( s ) ;  then 
El Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeark); then 

. .  

. .  

I 

These instructions apply to all prior and future accumulations of the series. 
. .  

3ecommendations in 
lraph 12 are appro 
'If disapproved. a 
)f explanation.) 


